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Agency Summary 
Central Valley Opportunity Center is a private, non-profit agency with 
offices and vocational training facilities in the counties of Madera, 
Merced and Stanislaus counties. CVOC has the designation of 
Community Action Agency in Stanislaus County and District II - Migrant 
and Seasonal Farmworker Set-a-Side for Madera, Merced, Stanislaus, 
Tuolumne and Mariposa Counties.  Therefore, we receive two separate 
CSBG contracts, each requiring the standard CSBG tracking and 
reporting.   

The following is a summary of some of the processes and procedures 
that have worked for us, and the challenges and the solutions on some 
areas that we are still working to improve. 

Processes and Procedures: 
 
Most of CVOC’s CSBG activities are operated in conjunction with other 
programs and almost all of the activities are operated by the agency. 
CVOC only subcontracts with 4 other organizations and only in 
Stanislaus County.  This provides us with a greater measure of control 
of the processes and procedures.  CVOC separates the program 
activities between those which require some measure of Case 
Management, one-time emergency services, community development 
projects, agency development, and other special projects.   
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CVOC’s client service delivery system, agency development and 
community development activities are structured to provide for 
outcome measures reporting as most of the programs operated by the 



agency are results oriented.  What I mean by this is that a plan for 
service is developed, which focuses an anticipated result/s.  Results 
may be as simple an helping a client stay in their home to as complex 
as moving a client from dependency on TNAF to self sufficiency through 
job training, GED attainment, job placement and follow-up services/job 
retention.  The first example has mainly one anticipated outcome, while 
the second example will have many anticipated outcomes.  These are 
detailed in the clients’ plans, which we call Individual 
Employment/Service Plans.  It is through these plans that CVOC tracks 
clients’ progress which leads to the results or lack of results to be 
reported on CSD forms.  CVOC utilizes similar methods to track other 
activities that are not directed to an individual client.    

The process for operation, tracking, reporting is detailed in a memo to 
all staff assigned to one or more activities/services.  CVOC 
Management staff conducts training to all field staff in the operational, 
tracking and reporting of CSBG activities.  Methods of delivery of 
services are detailed in the CVOC operation manual/s and in directive 
memos that are distributed to all staff.   

Included, herein, is one of the memos, in its entirety, as a sample tool.  
This is our process for tracking and reporting shown in detail below:     

CSBG/CSP 2004 Reporting Instructions 
 
A.  Preparation of Safety-Net Services Report 

The following Outcome Objectives (See Attachment II Outcome 
Goals & Objectives) are to be reported on this form: 

 Goal #6 - Food Distribution 

 Goal #1 - Housing -- Shelter  - Emergency Shelter 

 Goal #6 -Transportation  (Do not report CVOC bus 
transportation here) 

 Other Emergency Services – Rental Assistance, and all others 
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Safety-Net Services results are also to be reported on CSD Form 415, 
Goal 5, OCS Letter o, Emergency Services – Safety-Net Services.  The 
# of Units (# to be served) and Expected to Achieve Outcome (Goal) 
has been filled out for you.  You are to enter the # Achieved in the 
Achieved Column, the Number of Clients Still Progress Toward Outcome 
and the # Exited Program Prior to Achieving Goal.  This is a cumulative 
report which means that you must enter the total number from the 
beginning of the year through the end of the report period.  



Demographics are to collected in accordance with those items listed on 
the Demographic Report. The Demographic report must include all 
clients served during the report period.  This is not a cumulative report 
and should only include clients served during the report period 

Safety Net Services Report Periods are January-June and July-
December.  The Safety Net Services Reports are due -  07/08/04 and 
01/08/05. 

Attached are the CSD 415 report forms for Family Development, 
Community Development and Agency Development activities   The 
following Outcome Objectives (See Exhibit B of the Contract) are to 
be reported on the corresponding CSD Form 415. 

B. Preparation of the CSD Form 415 –  Goal 1: (Self Sufficiency) 

Family Development Activities – All clients enrolled in CRT and/or 
Educational Training Activities require that their progress be tracked 
utilizing the Family Development Matrices.  Matrices are to be 
completed on all clients prior to enrollment and updated at least every 
three (3) months and with any change in status in any one of the areas 
contained on the Matrix.  Results must be reported on the CSD Form 
415.  A copy of the Family Development Matrices must be maintained 
in the client file and a copy submitted for review by the MIS Specialists.  
The CSD From 415 will be completed by the staff person/s assigned 
this responsibility.   

The following results will be reported on Form 415 – Goal 1 Self 
Sufficiency 

 Education – Adult Education and Youth Education and 
Development – OCS Measure Letters q, s, l, and m. 

 Employment – OCS Measure Letters q, s, and a 

 Income Management – Income and Budget – OCS Measure Letter 
f. 
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You must track the client’s progress in each of the areas listed above 
on the Individual Family Development Matrix.  At the end of the report 
period, utilizing the Individual Family Development Matrices for each 
client, you are to enter the appropriate number of results in each of the 
OCS Number Letter categories listed above.  The # of Units (# to be 
served) and the Expected to Achieve Outcome (Goal) sections have 
been completed for you.  You must make sure to use the Family 
Development Matrix to document the results of each of activity/ies 
being tracked. 



Demographics are to collected in accordance with those items listed on 
the Demographic Report. The Demographic report must include all 
clients served during the report period.  This is not a cumulative report 
and must only include clients served during the report period.  You 
must add all of the Family Development and the Safety- Net Service 
client demographics together and submit on one Demographic Report. 

C. Preparation of the CSD Form 415 – Goal 2: (Community 
Revitalization) 

The following Outcome Measures are to be reported of CSD Form 415 
Goal 2: 

 Linkages --Public Policy and Equity – OCS Measure 
Letter d 

The Information and Referral activities are to be tracked utilizing the 
referral cards and documentation from outreach efforts and phone calls 
for information and or referral.  To report information and referral units 
you are to add all information and referral cards, outreach 
documentation, phone sheets, etc and enter the total number of clients 
receiving these services.  The number is to be entered on Form 412, 
Goal 2: (Community Revitalization), OCS Measure Letter d.  The 
Expected to Achieve Outcome (Goal) number has been entered for you.  
Enter the number for the report period in the column “Achieved). 

D. Preparation of the CSD Form 415 – Goal 6 (Family Stability) 

The following Outcome Measures are to be reported on CSD Form 415 
Goal 6: 

 Emergency Services – OCS Measure Letter c (Food 
Assistance, shelter, transportation) and g (Energy 
payments and Weatherization) 

The total number of energy assistance clients plus the total number of 
homes weatherized are to be entered on CSD Report Form 415 – Goal 
6 (Family Stability) Emergency Services – Safety-Net Services g.   The 
total number of food, shelter and transportation assistance are to be 
entered in OCS Measure Letter c.   The # of Units (# to be served and 
the Expected to Achieve Outcome (Goal) have been entered for you. 
 
The following Outcome Measures are to be reported on CSD Form 415 
Goal 6: 
 

  Health – OCS Measure Letter k (Child Care) 
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The total number of clients who received assistance with childcare 
issues are to be reported on CSD Form 415 – Goal 6 (Family Stability) 
Outcome Measure – Health, k.  Include any clients who received 
assistance either direct from CVOC or were provided referral and 
obtained assistance with their child care needs. 
 

E. Preparation of the CSD Form 415 – Goal 3: (Community 
Revitalization) 

The following Outcome Measures are to be reported of CSD Form 415 
Goal 2: 

    Public Policy and Equity – OCS Measure Letter d 

The Community Education activities are to be tracked utilizing the sign 
in sheets from the Workshops.  To report Community Education units 
you are to add all of the sign in sheets from the Workshops and enter 
the total number of clients receiving these services.  The number is to 
be entered on Form 412, Goal 2: (Community Revitalization), OCS 
Measure Letter d.  The Expected to Achieve Outcome (Goal) number 
has been entered for you.  Enter the number for the report period in 
the column “Achieved). 

Preparation of the Monthly Report  

 
Attached is the 2004 CSBG/CSP Program Status Report Form.  This 
report is a cumulative monthly report and it is due on the 5th working 
day of the month following the end of the report month.  The first 
report is due in the Planning Department on February 6, 2004.  This 
report must be completed on a monthly basis and submitted.  If there 
are serious deficiencies in any of the program operations, a Corrective 
Action Plan must be submitted in the section “Corrective Actions 
Needed”. 

 
 The following are the goals for the CSBG/CSP Program. 
 
Stanislaus County 
 
Family Development Activities 

 
CSBG/CSPCRT Enrollments – 30 participants 
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The 30 CRT clients participating in this activity as well as any clients 
enrolled for direct placement or OJT must have an original Family 
Development Matrix completed and submitted with the enrollment 



documents.  Family Development Matrices are to be completed and 
updated on the current FMD all Case Managers should have it on 
diskette. Hand written FMD are not acceptable.  The Family 
Development Matrix form on the diskette is in Microsoft Word. 
 
Periodic updates of the Family Development Matrix is to be completed 
anytime there are major changes but at a minimum of every three (3) 
months.  For clients completing their family development activities, an 
updated matrix is to be completed prior to or shortly after termination 
and submitted to the Planning Department.     
 

The 75 clients participating in educational services includes any and all 
CRT enrollments who were enrolled in ESL and/or GED and any other 
non WIA clients who received ESL and GED services.   
 

 Community Education Workshops – 2,400 clients 

 Shelter/Nutrition - 40 clients served with vouchers and/or provided referral 
services for shelter, nutrition programs. 

 Homeless Prevention (Rental Assistance) – 20 clients/families provided with 
rental assistance 

 Information/Referral – 10,000 clients provided various I & R, application 
assistance, translation, etc. 

 HEAP and ECIP Application Assistance – 2,500 clients served 

 Weatherization Application Assistance – 250 clients served 

 Child Care – 40 clients served 

 
The Planning and Development Department is responsible for tracking 
the Agency’s Development activities.  This is accomplished through 
yearly evaluation of CVOC Strategic Plan.  The Agency’s achievements 
are compared to the planned goals and accomplishments and a written 
summary is completed.  This summary provides the basis for reporting 
on CSD 415, Goals 4 and 5. 
 
 

Challenges and Solutions 
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 Since CVOC does not have an automated system, designed to track all of 
the CSBG program activities and demographics in the CSD reporting format, 
much of the data gathering tedious and time-consuming.   Staff are 



somewhat burdened with tracking and reporting duties which reduce the time 
they spend providing services.   

 
CVOC is working on a new automated system, which should reduce 
the amount of  “hand counts” currently being done by staff.  The 
new automated system will result in more timely and accurate 
reporting. 

 
 Constant changes in reporting forms and procedures create confusion at 

the field staff level, resulting in errors on the reports. 
 

CVOC has solved this problem by re-issuing the CSBG Reporting 
Instruction Memo to all staff each year with all the new forms on Diskette.  
Each time there is a change all direction to staff is provided in writing 
along with hard copies and copies of the forms on diskette or via email. 
 

 CSBG terms, reporting, tracking, etc, is somewhat confusing to new staff.  
Therefore any staff turnover creates errors, omissions and lack of adequate 
tracking back up. 
 

CVOC has experienced relatively high turnover in our field staff.  Various 
methods to retain staff have not always been successful.  Therefore, staff 
training systems have been improved and review/monitoring structures 
implemented to compensate for staff turnover. 
 
  
 

NOTES: 
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INTEGRATED SERVICES INFORMATION SYSTEM 
(ISIS)

CITY OF LOS ANGELES

COMMUNITY DEVELOPMENT DEPARTMENT

HUMAN SERVICES AND FAMILY DEVELOPMENT 
DIVISION



INTRODUCTION

In 1999, preparations were underway to seek proposals 
from community-based agencies for a new human 
services delivery system.  Human Services and Family 
Development (HSFD) Division recognized the need for 
an accessible, user-responsive method for collecting data 
from its funded subcontractors, and for reporting data to 
its funding sources in a timely manner.

August 14, 2000, HSFD launched one of many modules 
of the web-based application called “ISIS – Integrated 
Services Information Systems.”



Identifying Problems, Opportunities and 
Objectives

Study the existing process/system

What is the “added” value of the existing system?

Upgrade or develop a “new” system; allowing 
subcontractors to enter data directly into an automated 
system

Summarize data for reporting to funding sources



Determining Information Requirements

Why do you use the existing system?

What type of data will you capture?

How will the data be captured?

Where will data be stored?

Who will use the data?

When will data be reported?



Analyzing System Needs

How do the data move through the system?

Use diagrams to depict the functionality of the system

Prepare a system proposal for decision-makers



Designing the Recommended System

Use the information that was collected to develop a logical design of 
the system

Design data entry procedures to guide users in entering data into 
records correctly

Design user interface

Design files and databases

Design output layout with the assistance of potential and/or actual 
system users

Design backup procedures



Developing and Documenting Software

Work with the programmers to develop  the original 
software

Work with end-users to develop effective documentation, 
procedure manuals



Testing and Maintaining the System

Programmers and staff - test the performance of 
the system using sample data

Pilot group - tests the feasibility of the system

Modify the system to meet user needs on a 
continuous basis



Implementing and Evaluating the System

Deploy the system

Conduct focus-group meetings with users, programmers 
and staff to discuss system enhancements

Provide ongoing training

Visit the agencies and observe them using the system

Survey users of the system



THE FUTURE

Application Enhancements
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